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Introduction 
The “How to Add & Maintain Agency Users” Quick Reference Guide is designed to provide the minimum steps 
necessary to adding and editing agency users and their profile. 

Note: If you are an Administrator for more than one organization, you can select which organization to maintain 
by clicking the eyeglass lookup at the top of the screen  

 

Pre-requisites 
You must have the Organization Administrator Role. 

 
Steps 
 
Step 1: 
 

a.) From the home screen once 
logged in, select the 
Organization Administrator 
tab located at the top of the 
page. 

 
The Org. Admin. Home Page 
displays. 

 
b.) Click the Maintain Agency 

Users icon 
 
 
 

 

 
 

 
 
Step 2:  
 
The User Maintenance page 
displays with a list of users in the 
current organization. 
  

a.) If you wish to update a 
current user’s information 
you can select from the list 
provided OR enter search 
criteria & click the Find it 
button. 

b.) Click the user link. 
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Step 3:  
 
When updating a current user this 
screen displays. 
 

a.) You have the option to edit a 
user’s Profile, Defaults, 
Roles, etc. by clicking the 
Edit button. 
 

b.) Update necessary 
information. 
 

c.) Once complete with this 
section, scroll down and click 
the Exit button. 

 
 
 

 
 

 
 
Step 4:  
 
Click the Add User button if you 
want to create a “new user”. 
 

a.) To add a new user, click the 
Add User button located at 
the search screen OR at the 
bottom of the screen. 

 
The Add User screen displays. 
 

b.) Enter all required and 
necessary fields. 

 
This includes the following sections: 

 User information 

 User Defaults 

 Purchasing Rules 

 Roles 
 

 

 

 
 

 

 


